
 INFORMATIVE REPORT ON DISCURSIVE PRACTICES OF YOUR FIELD

Situation:
Congratulations! You are now working in the organization you identified in your employment package. You have been mentoring new hires, and you have done such a good job in your writing that your manager has noticed. Your supervisor/manager has asked you to write a report on the discursive (writing practices) of the field that could be given to the new employees who typically know very little about workplace writing. You began this work by gathering various sources and then writing an annotated bibliography. Now you are ready to write the report.  

Content:
So, imagine what a newly hired person would need to know about the writing practices in your field. You should draw heavily on the sources you used for your annotated bibliography. Things you might discuss could include (but are not limited to) kinds of writing, formats, need for purpose statements, executive summaries, types of reports, style issues (such as concision, passive voice, shorter sentences, coherence, headings, graphics and so on), readers’ needs and reading habits, kinds of readers and so on. Please do not take the list and just work through it. Rather, I would like you to be selective. For example, you might find that because your field generally writes for a particular audience with particular needs and habits, particular kinds of reports, formats, and styles are employed.

Audience:

Remember, your primary audience is new hires. Consider what you did not know about workplace writing in general and writing specifically in your profession before entering this class. This class is somewhat unusual and few new hires will have had this experience. Therefore, to meet their needs, you will need to explain things carefully. Do not expect that they will understand “purpose statements” for example. Your secondary audience is your manager. He or she will probably read the executive summary and skim the rest of the paper. However, he or she will expect the whole paper to exemplify good writing.

Format:
· This is a longer informal report. You will begin with a memo header indicating your audience, subject and purpose of the report, date, your name and your position and to whom this was copied.

· Then follow the header with a purpose statement. Thus you will identify the problem (new hires need to know about discursive practices in your field because writing in this workplace does differ from the academic writing they have done in college), who asked you to work on the problem, what you have done, and what the purpose of this report is (to provide new hires with an overview of the discursive practices in your field). 

· After the purpose paragraph, you will write an executive summary that is a brief summary of the key ideas in your report. This acts as a summary and forecast for the discussion.

· Then you will write your analysis of the discursive practices of your field. This part of your report begins as if the preceding material did not exist. You will open with a clear introduction that leads to a thesis indicating the controlling idea for the rest of the report.  

For example, your thesis will tell me what are the most significant discursive practices of your profession or because in your profession you have to write to different audiences, you must produce different kinds of writing. You will then follow with several pages that support that thesis or controlling idea. Hint: a wise writer will try to group different issues and use headings in the analysis.  
· End with a lovely conclusion that draws together the key ideas for your readers and suggests what they may do to make the shift to this kind of writing from academic writing more easily.

· You should use quotations from your sources in your report to help your readers understand what you are describing. Remember, these should be short (no more than three lines at a time) and they should be correctly documented. You must include a works cited or reference page at the end of your report.

· Use the following headings: EXECUTIVE SUMMARY for the executive summary, DISCUSSION or ANALYSIS for your discussion in your report, and use subheadings for the discussion such as Writing for Colleagues or Proposal Writing. Do not use a heading for your purpose paragraph or your conclusion.

· Please remember that subheadings in the analysis do not replace topic sentences nor do they do away with the need for transitional phrases between sections. They merely help to orient the reader visually.

· Refer to your annotated bibliography as appendix one. Although I do not want you to attach it to your report, if you were submitting this report, you would attach it.


Peer Revision Sheet for the Discursive Practices Report

Name of Writer_________________________ Name of Reviewer_______________________

Does the writer have a correct memo header for this report? Yes or No? What is missing?
Does the subject line contain a verb so that it explains the purpose of the report? What should the writer do to this?

Does the purpose paragraph explain the problem (new hires need to know about writing practices in this workplace)? What might the writer do to this and why?

Does the purpose paragraph explain what the writer was asked to do and what research he or she has done to date? What might the writer do to this and why

Does the purpose paragraph close with a communication purpose (to provide new hires with an overview of the key writing practices of this job)? What might the writer add and why?

Is the executive summary labeled?

Does this summary begin by stating the problem? What might the writer add and why?

Does this summary then have a thesis that suggests something about the writing practices in this job? What might the writer add and why?

Does the summary act as a forecast for the report? How does it do this? If it does not, what might the writer add and why?

Does the summary seem to be written to meet the manager or supervisor’s needs? What words and strategies suggest this to you? What might the writer add and why?

Does the discussion or analysis have a heading?

Does the discussion or analysis begin by introducing new hires to the topic of writing practices in this job? What might the writer add and why?

Does this introductory paragraph close with a thesis that indicates how the report is organized therefore forecasting the rest of the report? What might the writer add and why?

What are the key topics the writer will discuss in the report? Does each key topic have a subheading? What might the writer add and why?

Now read the entire discussion and then work in detail on the one section the writer asked you to focus on. Does this section’s heading seem appropriate? Why, what is it? What might the writer add and why?

Does the writer explain the practice clearly enough for a new hire? If you said “yes,” why did you say yes? If you said “no,” why did you say no? What might the writer add and why?

In explaining this practice, does the writer use a detailed example that would make sense to a new hire? What is it? What might the writer add and why?

Does the writer use at least one of the sources from the annotated bibliography to support his or her work? Is that source used smoothly? What might the writer add and why?

Did you find any terms in this description of the specific writing practice that might be confusing to a new hire? What were they? What might the writer add and why?

Now look at how each section on a writing practice begins. Do you find smooth transitions or is the writer relying on the subheadings? What might the writer add and why?

Is there a concluding paragraph? Does it restate the key ideas? Does the writer consider the readers and suggest how the readers might contact him or her if they need more help?

What are the overall strengths of this report?

Grade Sheet for Discursive Practices Report

Memo Heading:

	The memo heading is appropriately formatted and identifies the readers and their position, the writer and his or her position, the date, and subject of the report
	

	The subject line employs a verb to make the purpose of the report clear
	


Purpose Statement:
	The purpose statement describes the problem (new hires are unfamiliar with writing)
	

	The purpose statement describes what the writer has done 
	

	The purpose statement includes the communication purpose of the report
	

	Each sentence in this paragraph follows the previous sentence
	


Executive Summary:
	This section is clearly labeled
	

	This section begins by stating the problem
	

	This section follows with a clear thesis that forecasts the discussion
	

	This section meets a manager’s needs in terms of language and organization
	

	Each sentence in this section follows the previous sentence; there are no problems with logic or coherence here
	


Discussion:
	This section is clearly labeled
	

	The writer begins with an effective introductory paragraph written to meet the needs of new hires who may not be aware that writing does differ in the workplace from school
	

	The writer closes the introductory paragraph with a thesis that forecasts the rest of the report
	

	The rest of the report has subheadings that match the thesis
	

	Each section clearly explains the writing practice to meet a new hire’s need
	

	Each explanation employs a detailed example
	

	Each explanation is supported by material from an expert source
	

	The language has been chosen to meet a new hire’s needs
	

	Each sentence flows smoothly from one to the next; transitions and logic are not a problem between sentences
	

	Each section flows smoothly. The writer has employed transitional cues and has not relied on subheadings alone to help the writer navigate the document
	

	The writer has a conclusion that draws the report together in a satisfying way
	

	The writer considers what the readers might want from him or her and addresses this in the conclusion
	


The report as a whole:
	Leaves the reader in no doubt as to key writing practices in this job
	

	Is well supported with valid sources
	

	Employs useful, detailed examples that meet readers’ needs
	

	Employs correct in-text citations and a correct reference page or works cited
	


	GRAMMAR
	
	PUNCTUATION
	
	MECHANICS
	

	Comma Splice (cs)
	
	punctuation (p)
	
	Usage (u)
	

	Fragment (frag)
	
	apostrophe (apos)
	
	pronoun use (pron)
	

	Fused sentence (fs)
	
	Comma (c or no c)

	
	Spelling (sp)
	

	Dangling modifier (dm)
	
	Colon (: or no :)

	
	Capitals (cap)
	

	Misplaced modifier (mm)
	
	Semicolon (; or no;)

	
	Hyphens (hy)
	

	Faulty parallelism (//)
	
	Dashes (--)
	
	Word Choice (wc)
	

	Noun/pronoun agree (n/p)
	
	Ellipses (. . .)
	
	No Jargon (j)
	

	Subject/verb agree (s/v)
	
	
	
	Wordiness (w)
	

	Verb tenses correct (t)
	
	
	
	wrong word (ww)
	

	Error in verb form (v)
	
	
	
	Quotation Use (q)
	

	Pronoun reference (ref)
	
	
	
	Passive voice (pas)
	

	
	
	
	
	Missing words (mw)
	


What you did well:

What you should work on:

